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| BETTER STUDY SKILLS

The ICPAC guide to BETTER GRADES AND REAL LEARNING
gives you ties about the following topics:

(nside...

Why better skills? cvenes &
Listening in the classroom 4
Getting the most from your textbooks 6
Taking notes - a key to learning 8
The Cornell note-taking system 9
How to write well 12
improving your math stody skilis.. 14
How to do well on e5Say teStS..eeceernee 15
How to do well on objective tests... 16
Test anxiety. 1?7
More ties about studying 18
How fo manage your time 20
Using the library. 22
Last but not least...imProving Your Memors..eeceeseeess 24

Read these ideas carefully--then review and review these tips.
Review is a key word in studying--so begin here!

on u.s._gcrmulu:ro':mmu “PERMISSION TO REPRODUCE THIS
ce of R ond Impr MATERIAL HAS BEEN
EDUCATIONAL RESOURCES INFORMATION GRANTED BY
CENTER (ERIC) -
Xnno document has been reproduced 88 AN
eCoved from the DPOreOn of OFGANZAhION

onginating it

BN O Minor changes have been made 10 wMprove
l reproduction qusity

® Pownts of view of opinions steted in the docy-
meM a0 not necessanty represant oMficie!
OERI posnion or pokcy

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC).”




BETTER STUDY SKILLS FOR BETTER GRADES...

AND REAL LLEARNING!

'Why are grades important?

'Good grades arc one key to your future. They can open many doors
for you--to college, to any future education, to a job that you want.
You can control the grades you get and the amount of information

- you lcamn. Much of it depends on how hard you work; more

; depends upon your attitude. The more positive you are, the better

- you will do. The more you want to leam, the more you will learn.
It's up to you!

Herc is somcthing to think about. Set big goals. Go after big
goals, and you will be able to live your life in your own way.
Without goals, people arc at the mercy of what happens around
“them. .

- "Successful people don't wait for the right circumstances to come
“along. They create their own. Goals put you in charge of yourself,
in charge of your future. Focus on these and on the benefits they
~will bring. Become the boss of your life!"--from 10 Tips for Top
“Grades, the Pepsi School challenge Student Guide.

And remember that while you are in school, some of your goals
should be

* to learn as much as you possibly can;

* to carn good grades; and

» make the most of all of your talents.

How do you get better grades in high school?

People will often tell you that you need to study Hard to get good
grades. This advice is not really very useful. What does it mean to
study hard? How do you study so that your hard work pays off in
good grades? It is very important to learn good study skills and
then use them.

The payoff...

Better study skills can lead to better grades. They can also improve
your actual lcarning of the material you are studying. Of course,
leamning the material will help you throughout life. The
information you lecarn now will be with you for many years and
help you in many situations. In addition, the information you learn
now will not have to be "relearicd” later--for other classes, for rcal
life situations, maybe never.

Basic things to think about...

Be rcady to learn when you go to school. This means that you
should do the following things:

* Have a positive attitude. Being positive will always help you do
better in any situation.

* Be an active learner. Listen carefully. Think about what you are
hearing and doing. Concentratc when the action is taking place;
you will lcarn much more casily. Ask questions if you don’t
undcrstand something. Participate in class. Don’t be afraid to give
awrong answer or ask questions. Teachers need to know if their
students understand what they are teaching. You will be helping
them out and they, in tum, can help you out.

Q

* Learn how to study for each subject. Different subjccts require
differcnt approaches and different mental skills. Once you find a
method for learing a subject more casily, keep using that method
of lcarning.

* Get help from others when you need help. Study with fricnds.
Ask your parents and neighbors for help with a particular subject or
problem; see your teacher. There may also be free tutoring
available in your community or schocl. Your school counselor will
be able to guide you to these services if they are available. Never
be afraid to use help from all of these sources.

* If you do badly on an assignment, a test or a paper, see your
teacher immediately! Lect him or her know you care about your
grades. FIND OUT EXACTLY WHAT YOU DID WRONG AND
HOW TO IMPROVE. LEARN FROM YOUR MISTAKES; make
mistakes worthwhile! If you really don't understand something,
leam it NOW; don't wait until the test or the final exam. Ask for
specific suggestions and advice on how to improve your learning
for that class.

* Remember that much of what you learn is a building block for
more of the subject matter. Therefore, if you leam the basics,
you will learn the next part casier. That is why it is important to
learn and understand cach new thing that is taught each day. You
cannot "cram” real lcarning at the last minutc.

* Keep a record of your grades for each class. Track your
grades. Know how you are doing in each class. Understand how
each grade you receive will impact your
class grade for the grading period.

* Write down every assignment. Make
certain you understand the assign-
ment and include special
notes or information
about any special or new
assignments. If you are
unclear as to cxactly
what the teacher is
asking you to do, ask for
clarification. Remem-
ber, if you arc confused, your
classinates probably are too!

Getting ready to study...

* Have a place where you can study quictly, with few distractions.
Keep your "tools" ncarby so that you can find them when you nced
them. This will include paper, pencils, pens, etc. Make certain you
have good lighting so that your cycs won't beconmic strained. If
music helps you study, make certain it is low and not distracting.

* Schedule your study time when it's best for you. Wiil you : udy
better before dinner? Or will you do a better job by taking a break
when you get home from school? Try to study when you will be at
your best. But you must also be flexible about your study time.
Look at the amount of homework you have cach day. Then, plan
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- enough time to do it. If you have alot of homework and a school
activity, you may have to forgo a favorite TV program or.a phone
call to a friend. Plan carcfully!

: * Take & break now and then from your studying. A short break
wnll refresh your mind. Take a walk, breathe deeply, ar--

- outside for some fresh air and a change of scenc. Your budy will

. also be refreshed. Studics have shown that your physical well-

- being affects your mental well-being. This break will relax both your
* mind and refresh you--to be ready to tackie your homework again

* Plan your homework. You may find it more rewarding to do the
shorter or easicr assignments first. With those done, you will feel
rewarded or be able to concentrate better on longer or harder
assignments. You won't be worrying about the others.

However, some people like to do the harder or longer ones first;

- they have more energy to tackle them. Others will work en the
harder or longer ones for a whilc; they will then put them aside and
concentrate on doing the others. Afier they take a "mental break”
by completing the others, they are ready to ge back to the first ones
they started. Find out what works the best for you, and plan on
doing homcwork that way.

* Do all of your homework neatly. Even if you arc only taking

- notcs or doing an assignment which you won't hand in to the

- teacher, do it neatly. When you review this work for cxams, it will

be casier to leam it. It will also help you develop good habits
which will carry over into other parts of your life--including a

future job. Neatness is valued and rewarded.

~* Give complete answers on homework assignments. For
instance, if you have questions to answer for history, give detailed
~answers. Don't give brief, onc sentence answers which are incom-
plete. Thesc will not really help you leam the material. And they
~will not carn as good a grade as thosc papers which have more
complete ones. Teachers are looking for effort. In addition, by
writing complete answers on the homework assignments, you will
- be able to give better answers on tests. And you will again be

- developing 2 good habit.

* Develop critical thinking skills. What do we mean by "critical
 thinking skills?" These skills mean that you are able to listen to oz
' read information and make good judgements about it. You will ask
‘ yourself questions such as:

Does this make sense in relation to other information I
have?
Is this always true? or When is this true and when is it
Jalse?
How will this be affected by changes? What will affect it?
Is this just someone's opinion or is it backed up by facts?
Are the "facts” being quoted really facts or are they
words taken out of context and put together to appear as
Jacts?
Are these really facts or has the presenter used careful
wording and statistics to make it look like a fact?
Is the presenter using emotional words to make me feel a
certain way or are the facts really making me feel this
way?

By Icarning to question, compare, contrast, and analyze
| information, you will be lcarning how to make decisions. You will
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be able to solve problems. These are all very important skills that
you will necd for your future.

Now that you have completed your assignments for the next day,
you can go to bed and get a good nights’ sleep. Being refreshed
for the next day is important. Being tired cuts down on your
lcarning ability. Your mind will be "fuzzy" if you are too tired.
And you will nut perform well in class.

If you have an exam or quiz the next morning, you might want to
gct up carly to review before you go to school. A quick review
with a fresh mind may make some information clearcr or a fact
stick in your mind--just for that test.

Read on in this booklet to icarn more about how you can master
information...and be prepared to rcach your goals.

You can learn how to get the most from school. Take the time
now to leamn the habit of using good study skills. New habits can
be hard to leam, but this habit can pay you back in ways that will
makc you very glad that you did it!

Special Note: Studics have shown that the proper nutrition--
FOOD-can also help your learning. DON'T SKIP BREAKFAST!
Your body has received no nutricnts for 8 or more hours when you
wake up in the moring. It needs protein and carbohydrates to
function properly. This is especially true for your mental function-
ing. So, breakfast is an important aid in how well you will do ix
school. EAT BREAKFAST!

* Some material for this section comes
from 10 Tips: for Top Grades, the Pepsz
" School Challénge Student Gmde, :
developed for the CSFA Scholarshop.




[LISTENING IN THE CLASSROOM

Why are good listening skills important?

Have you ever listened to someone—a teacher, a
fricnd, a reporter—and realized later that you didn’t
remember any-
thing the person
said? You heard
the words, but
didn’t listen to
what was said.

Hearing and
listening are
different. Hearing
is something your
ears do. Listening
involves your ears
and your mind.
Good listening
skills help you
understand and
remember what is
being said.

You gain a lot if you listen well in the classroom.
Good listeners tend to get better grades: Good gradces
make learning more fun. Good listeners think about
what is being said. They understand, learn, and
remember information longer.

People are not born with good listcning skills—thesc
" skills arc learned. Good listeners have lcarned how to
listen. You can learn how, too.

How can I improve my listening skills?
Here are some ways to improve your listening habits.

Go to class ready to learn.

Don’t get distracted — sit in the front of the
room. Pay attention to the speaker. Now is
not the right time to think about yestcrday’s
exam or tomorrow’s after-school activities.
Does the teacher pass out an outline for the
lecture? Follow it. Think about why you are
listening. Be alert.

Listen for the main ideas.

» What is the speaker’s purpose? What is the
speaker’s message? What arc the main points
of the lecture?

 How has the speaker organized the lecture? Is
the speaker guiding you through a period of
time? Giving you points from the most
important to least important? From least
mmportant to most important? From cause to
effect?

» How are the ideas organized? How does one
idea lead to another? Listen for words and
phrases that tell you how the speaker has
organized the talk. Some of the phrases you
should listen for are: “The four most important
writers...,” “On the other hand...,” “Now let’s
turn our attcntion to...,” “Finally...,” or “In
summary....” These key phrases help you
follow the pattern of the lecture and the
scquence of idcas.

Be an active listener
* Ask yourself questions during the lecture.

 Summarize the main points of the lecture
during pauses. This helps you stay alert and
follow the pattern of the lecture.

* Draw conclusions for yourself.

* Separate fact from opinion, old matcrial from
new material, main ideas from minor points.
What are the main idcas? What are the facts
and examples that illustrate these main ideas?
Make sure you can tell the diffcrence.

* Relate ideas to real life. Relatc new ideas to
what you already know. This helps the new
ideas make sense to you. It also makes them
casier to remember.

Approach the lecture with an open mind

* Focus on what the spcaker is saying Ten bad
listcning habits are listed on the next page .

Do you have any of these bad habits? Now is
the time to become a good listener and make
icarning casier.

See the tips on the next page to help you
master listening skills.




PooRr LisTteNING HABITS AND How To CHANGE THEM

Poor Listening Habits

Criticizing a speaker

Finding fault with the speaker

Allowing yourself to be
distracted

Faking attention

Forcing every lecture into one
format

Listening only for facts

Listening to only the easy
material

Calling a subject boring

Overreacting to
"push button" emotional words

Wasting thought speed

Poor Listeners...

criticize the speaker’s voice, clothes, or
looks. Therefore, they decide that the
speaker won‘t say anything important.

_become so involved in disagreeing with
--something the speaker states that they stop -

listening to the remainder of the lecture

use little distractions—someone coughing,
a pencil dropping, the door opening and
closing—as an excuse (o stop listening.

look at the speaker but don’t listen. They

expect to get the material from the text-
book later.

outline the lecture in detail. The listenener
is so concemed with organization that he
misses the content.

only want the facts. They consider
cverything 1 else to be only the speaker’s
opinion.

think it is too difficult to follow the
speaker’s complicated ideas and logic.
A poor listener wants entertainment,
not education.

decide a lecture is going to be dull and
“tune out” the speaker.

get upset at words which trigger certain
emotions—words such as communist,
income tax, Hitler or abortion. Emotion
begins and listening ends.

move along lazily with the speaker even
though thinking is faster than speaking. A
poor listener daydreams and falls behind.

Good Listeners...

realize that a lecture is not a popularity
contest. Good listeners look for the ideas
being presented, not for things to criti-
cize. .

listen with the mind, not the emotions.
Good listeners jot down something they
disagree with to ask the speaker later, then

‘goonlistening. - :

filter out distractions and concentrate on
what the speaker is saying.

understand that speakers talk about what
they think is most important. Good
listeners know that a good lecture may
not contain the same information as the
textbook.

adjust their style of note-taking to the
speaker’s topic and method of
organization.

want to see how the facts and examples
support the speaker’s ideas and argu-
ments. Good listeners know that facts are
important, because they support ideas.

want to learn something ncw and try to
understand the speaker’s point. A good
listener is not afraid of difficult, technical,
or complicated ideas.

listen closely for information that can be
important and useful, even when a lecture
is dull.

hear these same words. When they do,
they listen very carefully. A good listener
tries to understand the speaker’s point of
view.

use any extra time or pauses in the lecture
to reflect on the speaker’s message. They
think about what the speaker is saying,
summarize the main points, and think
about the next poiats.




GETTING THE MOST FROM

YOUR TEXTBOOKS

Why are textbooks important?

You go to class. You take good notes. Why do you need a text-
book? Textbooks and classroom lectures talk about the same thing,

- don’t they? No. Lectures are often the teacher’s view of the

material being covered. Textbooks sometimes give more in-depth
information and examples. They may also give different views than
those the teacher presents. A textbook is not a substitute for
lectures. Use both of them to learn i< inost about a subject.

How can 1 get the most out of my textbooks?

Follow these simple steps tefore you read, while you read, and
after you read to get the most from your textbooks.

Before you read...
« Figure out how much time you will need to rcad the
section. Plan 0 spend that much time to finish reading.

« Find a quict place to read, without distractions.

* Focus on what you are going to read. Think
about what you already know about the topic.

* Look at the chapter briefly before you start
recading. This is called previewing. This simple
step only takes a few minutes but is weil worth it.

Preview...

* Read the title of the chapter or section. From the
title, think about what might be in the chapter.
Think about what you alrcady know about the subject.

« Scan the chapter, reading the headings and
subheadings. These are sign posts. They guide
you. They telf what topics will be covered and
how they are organized.

» Study the illustrations. Don’t skip pictures,
tables, charts, maps, and graphs. Study them.

« Read the first paragraph of e¢ach section. This is
called the introductory paragraph. The author
introduces the topic in the first paragraph. This
paragraph may tell you about the points covered in the
section. It may tell why the topic is important or how it
will be presented.

* Read the final paragraph of each section. Skip to
the end; read the closing paragraph. The authior
may summarize the argument, restate the main
points, or add some final thoughts on the topic.

* Now skim through the chapter quickly. Look at

the headings. How is the chapter organized? It

may be divided into main points, time periods, or
steps that have to be followed. Understanding how the
material is organized will help you as you read.

Praviewring will only take you a few minutcs. These few minutes

will help you understand the iopic much better when you start to
read. Don't skip the preview step. You will get much more from
your reading if you preview it.

While you read

* Break the chapter into sections. Use the sub
headings to guide you as you do this.

« Turn each heading and subhcading into a

question. Answer the question as you read. For
example, if a heading reads “The Industrial
Revolution,” ask yourself: What was the Industrial
Revolution? When did the Industrial Revolution take
place? Why was it important?

* When you get to the end of cach section, make a
mental summary of it. Mentally change the wording of

the suinmary until it is very clear. Then write the summary
in your notes.

* As you make notes, use your own words. Tips
for taking notes from your textbook can be found
on the next page.

« Have a mental conversation with the author.
Ask the author questions as you go along. As you
finish each section, answer those questions. If
you can’t answer them write them down to ask a
classmate or the teacher later.

After you read

.* Review the subsections, sections, and chapter.
Think about what you’ve read.

*Relate what you've read to the class lectures or
other sources of information.

* Are there questions given in your textbook?
Answer them. If not, make up some questions.

* Is there something in the reading that you don’t
understand? Write it down and ask about it in
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class. Do you have a comment about the reading?
Write it down and bring it up during the next ¢lass.

* Review the material often. Short, quick reviews
will help you remember and understand the _
information better. This will alsohelp you prepare
for exams. Do you want to remember more?
Review often and regularly. If you study for :ests
by ‘cramming’ at the last minute, you will prob
ably be too confused and tired to do well.

How do I take notes from my textbook?

You might want to use the Comell note-taking system, which is
described on page 9 of this booklet. Here are some general guide-
lines:

* Finish reading a section or chapter before you
take any notes.

* Be very selective. Only tuke notes on important
information. Pay attention to
—lists of things.
—ideas the author says are “very
important” or “most significant.”
—points which summarize the chapter
title, headings, or subheadings.

* Make your notes shori, but include enough
information to make the idea clear. Use your own
words. You'll remember your own words much
better than someone else’s.

How do you organize your notes?

You don’t need a formal outline. You do need to recognize two
patterns in your rcading.

1. Learn to rccognize the parts in a paragraph.
Organize your noles according (o this pattern.
* The topic sentence explains the main idea
of the paragraph. It is usually the first
sentence in the paragraph.
* Supporting sentences give facts, details, and
examples that explain the main ideas.
* The concluding sentence ties paragraphs together..
It may do this by stating conclusions bascd on
information in the paragraph. It may restate the topic
sentence or summarize the paragraph.
 Sometimes a section can have topic
paragraphs, supporting paragraphs and
concluding paragraphs.

2. Leamn to recognize how the author organized
the material. The author may organize in different ways.
Some types are listed here

* Time—Events are given in the order they occur.
Phrases such as “in the carly years,” “five years
later,” and “during the next two years” may be used.

* Process—Steps or cvents are given in the
order in which the process takes place. Words such as
“first,” “next,” “then,” and “finally” may be used.
* Place or Space—This organization discusses things
in terms of their location or their place in relation
to other things. For example, things may be explained
"from left to right,” "high to low," or "large to small."

Importance—Items can be listed from most
important fo least important,-or from least
important to most important.

* Cause and Effect—The author may describe
events or problems first; then explain how or
why they happened. Or, the author may

describe a situation, then explain what
happened because of this sitvation. Why
something happened is thé cause, and what _
happened is the effect.

* Compare and Contrast—Items may be
discussed by looking at how they are similar or
different. Compare means to look at similarities.
Contrast means to look at differences. Sometimes
teachers will ask you to ‘compare’ two things.
They may want you to discuss similarities. Or, they
may want you to discuss both similarities and
differences. Make sure you know what the teacher
really wants you to do.

As you read, make up your own categories to help you organize the
facts and idcas in the text. It is easier to memorize information
that you feel makes sense and is in order. Organize the material
whatever way works best for you. There are lots of ways to
organize things. You may decide to organiz¢ information by the
main points and the supporting details, the relationships between
the main ideas, the central characters, by the important dates, or by
some other way that seems right for that information

“Getting the Most from Your Textbooks" was adapted from
material prepared by the Learning Skills Center, Indiana
University, Bloomington, Indiana 47405

//

Information for some of the study tips in this booklet was
taken from books written by Walter Pauk. an authority on
study skills. Some of his books are listed below. You
may want to check with your school or public library for
these publications.

y

How to Study in College

How 10 Take Tests

Learning Skills

Perceiving Structure: How are the ideas organized?

Ferceiving the Author's Intent: What is the author's intent?

Reading between the Lines: Crawing correct inferences

Reading for Facts

Reading for Ideas

Recognizing Points of View: Whose mind, where's he standing?

Recognizing Traits of Character: How does the author build
his characters?

Six-way Paragraphs: 100 passages for developing the six
essential categories of comprehension

Study Skills for Community and Junior College

Successful Scholarship

Understanding Figurative Language: What effect did the
author intend?

Using the Signal Words: Making transitionat words work for
you

&Vocabulary in Context: Getting the precise meaning

Y
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TAKING NOTES...A KEY TO GOOD LEARNING

Why is it i71,'ortant to take notes? How can I take better notes?

You forget almost haif of what you hear or read within an hour. Here are some tips which you can turn into habits.
Onc way to capturc information so that you won’t forget it is to Wi 0 sh .
take notcs. Then, now information can be reviewed and remem- rit¢ your notes in short sentences. ror

bered, not forgotten.
How do I take notes during a classroom lecture?

- Take notes from a lecture in three steps.

1. Preparc before the lecture.

2. Listen carefully; take notes during the lecture.
3. Use your notes to study afier the lecture.

Before the lecture begins
« Read the textbook assignment.
« Arrive before the lecture and get a scat where
you can see and hear the teacher.
« Use a loose-icaf notebook. This way you can
keep your notes, handouts, maps, photocopies, and
past tcsts in order and together.
« Keep notes from different classes in separate
loose-lcaf notebooks.
= Review the notes from the last lecture to refresh
your memory.
* Don’t sit where your friends will distract you
during class.

During the lecture
* Listen—Think—Write
« Ask questions to make sure you understand what
is being said. )
« Take notes in a way that you find comfortablc.
Onc way to take and review notes is described on
the next page.
« Include major idcas, ...ails and cxamplcs.
« Skip lines to show where onc idea ends and a
new one begins.
« Number and datc each page of your notes.
¢ Writc quickly but clearly. Cross out mistakes.
« Use abbreviations, but only ones that you will
recmember casily.
« Pay attention. Watch for clues that tell you how
the lecture is organized and where it is going.

After the lecture
« Right after the lecture, 1¢vicw it in your head. If
you don’t understand something, write down your
question. Ask the teacher to explain it before the
next class.
« Read your notes as soon as possible after the
lecture. The longer you wait, the less the notcs
may mean to you later. Add information or a
clearer sentence to make certain you will under
stand your notcs when you review. Make sure you
wrotc down ALL the points the teacher made.
¢ Compare your notcs with your fricnds' notes.
Check them for complcteness and for acc, .acy.

example, writc “Jean home 3PM,” instead of “Jean
will be home at 3:00 PM.” Lcave out unnecessary
words and phrases. Usc symbols, if possible.

¢ Write clearly. It is hard to read bad handwriting,
cven if it is your own. Your notes aren’t useful if
you can’t read them.

« Watch for signal words and key phrascs. These
are clues that tell you to pay special attention to
certain ideas. They help you understand how a
lecture is organized. Here are some signal words
and key phrases.

--the five main causes... This tells you to

get ready for a list of five things.

--before, after, prior, meanwhile...These describe
a time relationship. They help you understand
what came first, second, and last.

--on the other hand...This signals a differcnt
point of view or a different way to look at the
information.

--for example, for instance...These signal an
example that will illustrate the point and make it
clearer.

--more importantly, above all, the me:t
significant thing...Thesc tell you that the idea is
very important. Write it down.

--in other words, in essence, briefly...Thesc tell
you that a complex idea is about to be statcd more
simply.

--in a nutshell, in conclusion, to sum up...These
signal 2 summary of the lecture or of the points
covercd.

There are scveral other ways that the tcacher will give you clues to
important points. Be alert for
« points that arc repeated.
« long comments on a point.
« superlatives (words such as most, least, best,
worst, smallest, largest).
« changes in the speaker’s volume.
« changes in the rate at which the spcaker talks.
« a list of points such as, “The thrce most
important dates to remember are... .”
« spelling words and giving dircctions.
« writing information on the chalkboard.

What is the best way to take notes?

There is no best way to take notes, but some ways arc better than
others. Oncgood way is the Corncll Note-Taking System. But,
before we explain the Cornell system, let us review the do's and
don't of notctaking in class:
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DOs and DON

Iast class to refrwh_ y‘ ir

sUséa large. loose-leaf bmder Keep separate
loose-leaf binders'for each class. < - - .
. Begm takmg notes rmmedrately '[lus helps you '
pay attenuon L

DON ’T

* Don't sit near your fnends You may be dlstmcted.
* Don't use too many abbmvrwons “You mi gm have
trouble’ understanding them latcs.

. Don t take notes m shorthand unless you are good
shorthand into regular words 'Ihat wastes time,

e Don’t copy your notes by typmg them Write
clearly the ﬁrst ume v

THE CoORNELL NOTETAKING SYSTEM

To start, prepare your note paper.

Uscan8 1/2 by 11 inch picce of loose-leaf notcbook paper. Draw
aline down the sheet 2 1/2 inches from the left-hand edge.
End this line 2 inches frcm the bottom of the paper. If your
paper already has a line down the left-hand margin, ignore it.
Next, draw a line that is 2 inches up from the bottom of the
page. Draw this line completely across the page. (A sample
is on the next page.) You may wish to make copies of page 11.

Step 1: Write Notes
In Part A, write your classroom or textbook notes. Use the
good note-taking tips described page 8.

Step 2: Replay and Reduce

The first chance you get, replay the lecture in your head. Do
it while you walk to a class, in your next study hall, or at
home. Ask yourself questions. What was the teacher trying
to teach? What was the main point? How does this
information fit with what I already know? What did I lcarn?
Later, reread your notes and think about the lecture.

The signal words and key phrases that helped guide you
during the lecture also will help you remember your notes.
When you review your notes, reduce each idea in them to
signal words or key phrases. Write these words or phrases in
Part B of your note paper. They will trigger your memory.
When you study, they will help you remember the details.

Q
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Some people find it easier to remember their notes when they
write key questions instead of key words in Part B. Which is
better? Try each. Which works best for you?

Step 3: Recite

Say each fact or idea out loud. This is called reciting. It helps
you remember better. Cover Part A of your note paper with a
blank sheet of paper. You should only see the key words or
questions in Part B. Read each key worg or question out loud.
What fact or idea does the key word relate to? Recite it out
loud and in your own words. Then, check to make sure your
answer is complete and correct. If you don’t know the right
answer, study your notes and recite out loud again. Recite
until you get all the answers correct. Go through the whole
lecture this way.

Do you feel funny reciting out loud? It really is worth doing.
Research shows that students who recite out loud remember
material much better than those who just reread the same
material to themselves. It is also important to use your own
words for the answer. Your own words make the material
mean more to you than if you memorize an idea in someone
else’s words.

Step 4: Think and Reflect

Think about the information you have in your notes. This
thinking process is called reflecting. Reflect by asking
yourself questions about your notes. What are the most
important ideas? Why is this information important? How
does this relate to what I already know?

Step 5: Review

The word review means to view or 1ook at something again.
The best way to prepare for tests is to review your notes often.
Make this a habit. Recite and reflect on your notes every day.
Short, fast reviews daily can help you understand and
remcmber much more than ‘cramming’ before a test.

Step 6: Summarize
If you can summarize your notes in your own words, you
really understand the facts and ideas in them.

Write your summary in Part C, at the bottom of your note
paper. You can
* Summarize each page of notes on that page;
* Summarize the entire lecture on the last page of
notes for that lecture; or
* Do both,

Review your summaries when you study for tests.

It is worth learning to take good class notes. Examples arc
included on the next two pages.

"'Ihkmg Notes ...a key to good leammg" was adapted
from How to Study in College by Walter Pauk, -and
materials prepared by the Learning ‘Skills Center, -
Indiana University, Bloomington, Indiana 47405.




Part B; reduce Class Name:
In Part B, write key words Date:
or questions from your notes. Page Number:

Part A: write notes

Here is an example.

in Part A, wrrite your notes during the lecture or write as you read your textbook.

Here is an example.

Maetric System

A. Baginning of Metric System

Where was the metric

1. Started in France in late 18th century

system started?

2. Group of scientists decided on a length; called it a ‘meter’

[ Where did the word

3. Meater comes from the Greek word ‘Metron’; means a ‘measure’

| lmeter come from?

B. Adopting the Metric System

LWhen was the metric

1. Adopted in France in 1793

Hsystem first adopted?

2. Many people were against it

Who changed France

3. Napoleon changed back to the old system in 1812

back to the old

4. Metric system adopted again in 1840; has been used ever since

system?

C. Units of Measurement

1. The.metric system has 7 base units of measurement

What are the 7 base

a. The 7 base units are

units of

1. meter

measurement?

2. kilogram

3. second

4. ampere

_——Iq

5. kelvin

6. mole

7. candela

Part C--Summarize. In Part C, summarize the notes that you wrote in Part A.

Here is an example of a summary:

Scientists in France discovered the meter. After many years, the metric system was adopted

in France in 1840. Since the metar, they have added 6 more units of measurement:

kilogn:om, second, ampere, keivin, mole, and candela.

Q
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Part B: reduce Class Name:
in Pant B, write key words Date:
or questions from your notes. Page Number:

Part A: write notes

In Part A, write your notes during the lecture or write as you read your textbook.

Part C--Summarize. In Part C, summarize the notes that you wrote in Part A.
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How ToO WRITE WELL

Why should 1 learn to write weli?

Wriling is important to many arcas of your life. At school,
you have to writc repoits, papers, and cxams. You probably
write letters to friends and relatives. At a job you may have
to write memos and letters. You may buy something that
docs not work and want to write to the company that made
it. Good writing skills can make these things casier. If you
have good writing skills, readers arc more likely to
understand your ideas.

2/

Canl learn to write well?

Good writing can be developed with practice, practice, and more
practice. Don’t give up if your writing isn’t bestseller quality on
the first try. You can improve your writing skills by following some
simple rules for good writing, and by practicing. The more you
write, the better your writing wiil be.

Basic Writing Skills

No matter what you arc writing, you have one main concern. You
want the reader to understand what you are trying to say. To do this
use good grammar, correct punctuation, and ncat presentation. If
you need to review your grammar, your teacher can help you find a

book to help you. Here are some simple rules that can make your
writing clecarer and easicr to read.

~ *+ Write complete sentences. A complete sentence is a sentence
youcan say to someone, and the person will understand it. You

hawve included a subject and a verb; it is a complete thought.

- *» Use correct punctuation. Punctuation docsn’t have to be
- complicated. Use common sense as a guide. Scntences end with a

period. Questions cnd with a question mark. Use exclamation
points for cxclamations and commands. Commas tell readers
when to pause. They separate items in a list, or clauses in a
sentence. If you are having troublc with punctuation, your sentcnce

1 structuré may be too complex. Start over and phrase what you want
~ to say more simply.

* Be clear and brief. Say cxactly what you mean. Think about the

- words you usc. Docs cach word add something to the sentence?

Does each sentence add to your message? If not, take out the
unnceded words. Stick to the point. Bricf, clear writing lets you
make your point fastcr and kecp your reader interested. Brief, clear
writing is usually interesting to rcad.

* Write in a natural style. Writing, likc conversation, should flow
naturally. Don’t try to impress your rcader with long words or
complcx scntences. Write so that readers will understand your ideas.

* Develop an ear for good writing style. Good writing is more
than following rules about grammar and punctuation. To be a good
writer, you nced to be aware of style. You can develop this aware-
ness for good writing style. How? Read a lot. Read about many
diffcrent subjects. Read different kinds of writing — nowvels and
poctry, as well as non-fiction. Practice writing. The more you rcad
and write, the better you will be at it.

* Revise and rewrite. Don’t expoct your first draft to be perfect.
Your writing can always be improved. When you writc something,

putit aside for at Icast a day. Later, when you read it again, you are
Q

likely to have a fresh point of view. You may scc ways to improve
it. Try to cut out exira words, make scntencgs shotter, and make
your idea clearcr. Have other people read what you have written
and make suggestions. Revising should be a regular part of your
writing process. Revise. Revise. Revisc!

 Neatness counts. Sloppy handwriting is hard to read. Your
rcaders won’t understand the point you want to make if they can’t
rcad the words. To make writing papers casicr for you to do and
casicr for the reader to read, learn to usc a word processor.

» Use a word processor if you have onc. It can be frustrating to
carcfully copy a paper over, using your ncatest handwriting, only to
discover you left out a word, or want to make a change. You then
are left with two choices. You can copy the paper over again, or you
can make the change and hand in a messy paper. The advantage of
word processing is this: it is casy to make changes. You can send a
copy to the printer, read it over, then decide to make a change. It is
casy to make the changes you want, then just send it to the printer
again. This means that the papers you hand in can be better written,
It also means you save a lot of time while you produce better work!

Writing A Paper

Organization and clear sentences are the most important parts of
writing a good paper.

How do I start?

You can start by brainstorming. To brainstorm, simply think about
your topic and writc down all the ideas that come to your mind.
Don’t decide whether the ideas are good or bad yet. Just write them
all down. Then, go through the list and think about each onc.
Decide which ones to include and which to leave out. Brainstorm-
ing is a good way to begin becausc it helps you be creative.

Organize your ideas...

Before you start to write, organize the ideas that you brainstormed.
Which idcas should you kecp? Which ideas should you ignorc?
You can help yourself organize your ideas if you write an outline.
The outline can simply be some notcs that tell you which ideas to
write about first, sccond, third. It helps you decide how many
paragraphs you will need to get your ideas across and what will go
into cach paragraph. An outlinc can help you put your idcas in an
order that your reader will understand.

Then organize your paper

There is a simple formula you can follow which will make your
writing more clcar. It says that to get an idea across to your
audience, you should “Tell them what you’re going to tell them.
Tell them. And then tell them what you’ve told them.” You can do
this in a short cssay that is three to five paragraphs long.

There are three basic parts to a paper:

* The Introduction

The first paragraph is called the introductory paragraph. This is
where you introduce your topic. You usc this first paragraph to tell
your rcader what the cssay will be about—to “tcll them what you're
going to tell them.” Hzre, you should state clearly the points you
arc going to make in the cssay. This is called the statement of
purpose. It cxplains to the reader why you are writing the paper.

* The Body
The next paragraph or paragraphs give the reader the information
about your topic. This is called the body of your essay. It is where
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you “Teli them.” If you arc giving the rcader your opinion, you
will usc these paragraphs to give cxamples that support your
argument. If you arc describing something, here you will put in
the details. If you arc explaining a process, this is where you will
give the steps to follow.

How do I organize each paragraph?

When you write a paragraph, the first sentence should inform the
rcader about the subject of the paragraph. The following sentences
will include the details you want to include. The last sentence of
the paragraph should lead the reader smoothly into the next
paragraph. This is called a transition sentence.

Whecther you need one paragraph, or three, or ten, depends on the
topic you have chosen. 1t also depends on the amount of detail you
want to give the reader. If your process has three steps, you may
decide to use threc paragraphs, onc for cach step. If you arc

IMPROVING YOUR MATH STUDY SKILLS

7 S\
Why Are Math Study Skills Important?

Mathematical principlcs and concepts have become a part of
almost cvery arca of work. Knowing these principles will
help you succeed in both school and work. Math study skills
can help you learn the mathematical concepts, skills, and
principles so important to other parts of your life. Addition-
ally, math study skills arc tools that can serve you well in
college, work, and other lcaming situations

\— 4

What Can i Do to Develop and Improve My Math Study Skilis?
Do Assigned Homework

Teachcrs assign homcwork as a way to help you learn and practice
topics from class. Doing homework when it is assigned helps you
keep up with class topics. Putting homework off often causes
problems to pile up. In no time, the problems can scem over-
whelming. Doing homework regularly helps you learn class topics
as they arc taught. Also, do your math homework when you are
awake and alert. If mathis dxfﬁcult for you, then do it first, before
you get tired.

Talk With Your Teacher

Your tcachers can be an excellent resource. In addition to knowing
the subject matter thoroughly, your teachers were also successful
students. This combination of skills makes them cspecially well-
suited to helping you improve your math study skills. Ask your
‘cachers how they studicd when they were in your grade. Their
y=ats of tcaching may enable them to suggest good ways to study
particular topics.

If you talk to your tcacher about a particular problem, remember to
be as specific as possible. The more you know about your problcm
arcas, the better your teacher can help you. If you aren’t able to be
very specific, your teacher may be able to help you identify your
problem arcas. Keeping a math journal (sample at right) can also
help you identify your specific problems.

Keep A Math Journal

Since different people lcarn in different ways, you may find some
study skills which work well for you and others which ¢_a't. A
firct m'o in developing math study skills is figuring out where you

EKC
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describing a time period, such as a century, you may cover the
century in onc paragraph. Or, you might cover the first half of the
century in onc paragraph and the sccond half in another paragranh.
Think about how to divide your topic before you begin to write.

* The Conclusion

The final paragraph is your conclusion: Here you will sum up
your idca. With a few short sentences. you will “tell them what
you told them” in the body of your essay. Make sure that your
introduction and conclusion agree. That is, make sure you have
donc what you said you would do in your statement of purpose.
This is also the place to add any mslghts or final thoughts you have
on the topic.

Good writing skills will help you throughout your
life. It is worth spending time to develop these skiils

have problems. One way to figure this out is to keep a math
journal. To start a math journal, use another piece of paper to
make notcs about problems which are difficult for you as you do
your homework. Be as specific as possible in your journal. For
instance, instead of writing I can’t do number three, you might
writc, On number three, I could simplify the equation, but I
couldn’t solve it because I didn’t know what to do with the
negative aumbers. This may sound like a lot of work, but it will
help you understand where you have problems and can be of help
when talking to your tcacher.

In addition, you may want to make notes about what you learned
from or about the assignment, what you do understand, what
questions you have, and what you think would help you under-
stand the assignment or problem. These topics can further focus
your studying and contact with your tecacher.

Math Journatl

Date of assignment:

Page number:___

3. 1 could simplify the equation, but |

couldn't solve it because | didn't

know what to do with the | Math Hemework/Joumal

3 x-z -3
)
l(x-!)z—:—e._,

A(4-4(2)=3X

negative numbers.

4X 8 =3X

(419 4X=3X - 4X

-§=am
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Learn How To Approach Math Problems

It is important to lcarn how to think about and understand math
problems.. Sometimes problems are hard to solve because it is hard
to understand what is being asked. Try asking yoursclf the follow-
ing qucstions when you get to a difficult math problem:

* Do I need all the information given in the problem? Do I need
morc information than is given in the problem?

* How is this problem likc other problems I have scen? Can 1 use
the same strategy on this problem that I uscd on another problem?
* If thc numbers in the problem were smaller or different (maybe
cven and not odd numbers) , could 1 solve it? If so, try putting
them in the problem and solving this easicr problem first.

- * Will drawing a picture or making a chart make it casier to solve

- relates to math you already know. For example, you might jook at,

~ ncw topic within business math relates to an old topic in busin

- *» How did we get from

this problem?

The better you undcrsténd the problem and what it is asking, the
better you will be able to solve it.

Review The Material

Another way to improve study skills is to review how new material
how geometry relates to algebra. Or you might think about how

math. The more conncctions you can see between new materi
and old material, the better you will understand new topics. To
help review, you can ask yoursclf questions like:

* What docs this topic have |
covered in class?
* Is this like anything

* What part of this topic
Make Make Sure You Und

Math uses special words to hings. Sometimes,
words arc used differently in math* an in regular language. The
result is that some words may be unfamiliar to you. For example,
prime, sct, and volume; arc words that mean something diffcrent in
math than they usually do. Understanding math tcrms can help you
understand topics. If a word uscd by your tcacher or in a book is

- unfamiliar, ask your tcacher to explzin it to you. The best way to
~ understand the vocabulary of math is to put special or new terms

intc your own words. If you can cxplain somcthing in your own

- words, you are morg likely to understand it.

Keep At It!

Another good study skill is to simply keep at it. Onec thing that

- distinguishcs mathematicians, according to Sheila Tobias, author of

Succeed With Math, is that they continually work at difficult
problems. Often, they’ll sketch a graph or a chart to help sec the
problem. They may start solving the problem onc way and then try
it another way. In math, thinking often involves doing - the more
you do, the more likely you are to discover the answer. Your
teacher probably docs the same thing in class in response to a
question - he or she probably writes on the board when explaining
a problem. The same kind of activity can work for you, too.

Pay Attention To Your Anxious Feelings

Some people feel like they are simply not able to lcarn math. They

may have been unsuccessful in learning math carlicr or may have

been to{d that they could not do math. This is called math anxicty.
¢

Math anxicty has to do with feclings, not abilitics. Because
someone feels like they cannot do math does not mean that they
are unable to do math. The feelings can get in the way, though. For
instance, if you see a problem that is difficuit for you, you may
unknowingly tell yourself that you can’t do it. A key to getting
over math anxiety is to figure out what is going on. You need to
know when your feelings occur before you can manage them.

Similar to the math journal mentioned caslier, you can do an
excrcise to help identify what your feelings are and when they
happen. When doing your homeworky:draw a line down the middle
of your page. On one side, do your: 3 s. On the other side,
make notes about your feelings and Yeacy ons as you go along. If
you feel good because you were able __*pmblcm, writc it
down. If you feel nervou on’t remember how to do
something, write it do__,_ milar to the math journal,
except that this exc s on your feelings, which are
the source of the

how you handlc and solve math
Jeam to anticipate problem arcas and as you

1other ¥ of ‘keeping at it.’
/ These Tips

« If you have assigned reading for your homework, DO IT! You
may pick up something from the reading that was not clcar in class.
* Ask questions when you have them. Ask thcm in class, ask your
teacher, ask friends or family members who might be ablc to help.
* Try doing homework in groups. Sometimes, you can learn a
great deal from working through problems with other students.

The point here is to do your own homework with the support of
thinking problems through with the group, not merely to give or
get the answers from others.

* Give yourself enough time to study. If math takes morc of your
time than other homework, then plan for it; don’t feel rushed.

* Review your math homework before class. This will get you
focuscd for class and will remind you of questions to ask your
teacher.

Prepare For Tests

In addition to regularly doing your homework and getting help with
arcas which you don’t understand, you can preparc for math tests
by making a 1-2 page summary of the different kinds of problems
that will be on the test. When writing the summary, describe each
problem type, the steps in solving the problem, and do an examplc.
If you ar¢ unclear about definitions and formulas, this is also a
good place to write them out, This will help you identify similari-
tics among problems and will focus your thinking on the test.

You also might want to work on problems which weren’t assigned
as homework. You can work on extra problems in your math book,
or you can try your hand at problems in different math books.
Working cxtra problems is good practice for almost any test.

Last, review your summary. Make surc you understand the
summary and the prEs of problem s you hawe identificd.
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Take Tests One Step At A Time

Be surc that you have preparcd thoroughly by doing and under-
standing homework, getting help where you need it, and writing a
summary. When taking the test, stay calm and do the test onc
problem at a time. Make a good attempt at cach problem. If you
arc unable to do a problem, put a check mark by it and return to it
later. Do your problems in order (jumping around can break your
conccntration) and when you have come to the end of the test,
return to those which you have checked. If you are not able to
solve a problem, do as much of it az you can because you may be
able to cam partial credit. A key to success in taking a test is
knowing that you have prepared weli.

“Improving Your Math Study Skills" was adapted from -
Succeed With Math, by Shelia Tobias, and The Role of
Reading Instruction in Mathematics, by Joan Curry..
Information wis also provided by the Leamning Skills.
Center, Indiana Univeisity, Bloomington, Indiana 47405.

How TO DO WELL ON ESSAY TESTS

Why is a test-taking plan important?

You arc likely to do well on a test if you plan and prepare for it.
This isn’t just because you know the material. You will also feel
confident. You will be able to put yeur time and cnergy into
answering the questions. You won’t spend your time worrying
while you take the test.

Different kinds of tests have different kinds of questions. Preparc
yoursclf for the kinds of questions you will get. If you are well
prepared, you arc likely to succeed.

Essay Tests

* Essay questious ask you to write answers.

* Essay questions ask students to organize information, cvaluate
cvidence, draw conclusions, compare, contrast.

* Essay questions ask for details and examples.

* Essay tests ask if you know the details and car reason and
organize information

How do I study for an essay test?

Take good notes. You can prepare best if you listen well in class,
read your textbooks carefully, and make good, readablc notcs. One
good way to take notes and review is the Cornell Note-taking
System, which we have already explained on pages 9 and 10.

Think of possible questions. Review your notcs and study guidc,
if you have one, and begin thinking of possible questions. Look for

- common themes and main ideas. How did the teacher organize the

material in the lecturcs...from most important to lcast important, by
cvents through time? What points were stressed? What are the
main ideas? Are there questions at the end of the section or the
chapter? Were questions that did not come from the book given to
you by the instructor? Thesc are all possible test questions.

Review your notes for answers. Afier you have thought of
possible test questions, review your notes. Write cach question at
the. top of a sheet of notcbook paper. Go through your notes. As
you find information that will help you answer a qucstion, write it
on that sheet of paper.
Q
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Organize thc information you wrote down for cach question. Look
at the main ideas, the details and the examples which support them.

You can organize information many ways. Try organizing it by
» when things happencd by date;
» where things happened;
* what was most important compared to least important;
* what caused something to happen;
* making an outline; or
* drawing a diagram, map or chart.

Write complcte answers to the questions you prepared. Watch your
time. Allow yoursclf the same length of time as you will have for
the test. Then practice this without looking at your notes.

How do I get started on an essay test?

Whenever you begin a test, follow these simple rules.

1. Read the dircciions carcfully and completely.

2. Budget your time. Give the most time to the questions that arc
worth the most points. Answer the “easy” questions first.

3. If you are not surc of the answer to a question, skip it. Go back
to it later.

Steps for answering an essay question.

1. Read the question carcfully. Make surc you answer the question
you are asked.

2. Organize your thoughts before you start to write.

3. Bricfly outline your answer before you begin. You can write an
outline on the top or bottom of the page, or in the margins. This
will help you stay on track.

4. Write clearly and carcfully. Focus on the main points. Have a
reason for cvery sentence you write. Remember, when you take
an cssay test, it is not just what you know, but how you say it.

5. Write an organized essay. Organize your essay this way. In the
first paragraph, the introduction, explain what you will talk about
in the cssay. In the body of the essay, talk about these points.
Include details about cach «wpic. In the conclusion, sum up your
main point, clearly stating your belief about the topic.
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6. Support your main idcas with details, facts, and cxamples
7. Rercad your essay. If you want to add something, add it neatly
in the margin. If you take out something, cross it out neatly.

How do Y know what the teachel; wants?

Many essay questions have kcy words that tell you what kind of
answer the tecacher wants. Memorize their meaning.

CommoN KEy Worps

COMPARE Discuss similarities. Your teacher may also
want you to discuss differences.

CONTRAST Discuss differences.

DEFINE Give a clcar, short explanation. Show how
this idea differs from similar ideas.

DEMONSTRATE Prove a point. Give cvidence,
cxamples or facts to back up the conclusion.

‘ DESCRIBE Give a clear, detailed statement.
DISCUSS Analyze and explain in dctail.

DIAGRAMY/ Draw a picturc, map, chart, or table to
ILLUSTRATE show thc idea.

ILLUSTRATE can also mcan to explaia something and
give cxamples.

EXPLAIN WHY Give causes. Usc cxamples.

EXPLAIN WHAT Give a definition or description. Use
cxamples.

|
|
‘ EXPLAIN HOW Describe how something happens, or
how to do something. Usc examples.

LIST Give a list of items, Explain each bricfly.
RELATE Show how idcas arec connected.

STATE Give main idcas bricfly.

SUMMARIZE State all ideas bricfly.; lcave out dctails.

TRACE Follow something from beginning to end,
describing the main points.

How do I know if I did a good job on my answer?

Ask yourself questions to scc how well you have answered the
question. Use this checklist when you write practice essays. You
should be able to answer yes to the questions below. If you can’t,
make the changes you need.
Did you answer the quecstion? Make surc you answered the
qucstion you were asked.
Docs cvery sentence in the essay add to the answer? Do they
all relate to the question you were asked?
Arc your sentcnces written clearly and neatly? Make sure
that there arc no grammar or spelling ermors.
____Did you support ideas with facts, details, cxamples?
Is the cssay organized? Is there an introduction and a
corclusion? Docs the body grow from the introduction?
Do details or examples lead to the conclusion?
—_Docs your essay show that you understand the material? Do
you usc cxamples from both the classroom and the book?
From your own expericnce?

( “How to Do Well of s Esiay Test? was adapted from

matcrial pncpamd lqlh Ccntcr Induma _'
i -~ rsity, Bloomington, Indians 47405. -
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How TO bo WELL ON
OBJECTIVE TESTS

What are objective tests?

* Objective test questions ask you to recognize information

* These questions include multiple choice, fill in the blank,
matching, shert answer, and true-falsec.

* These kinds of questions are designed to make you read
and think during the test.

* In an objective test, the teacher is looking for your
knowledge of details and ability to rcason.

How do I study for an objective test?

Begin studying for an objective test the same way you do for an
cssay test. If you arc uncertain about what to do, revicw page 15,
"How do I study for an essay test?' As in studying for an essay test,
you will study your textbook and notes and think of possible
questions.

Some peoplc find it uscful to make a study guide by outlining each
possible test topic. List and number cach point. Highlight a key
word or phrasc for each. Recite the main points to help lcamn them.
You may fecl funny reciting them, but it can help you leam them!

How do I get started on an objective test?

1. Read the directions carefully and completely.

2. Budget your time.
* Give the most time to the questions that are worth the
most points.
* Answer the ‘casy’ questions first. This way, you will
finish the ones you know before you run out of time.
This will also help you feel confident about the test.

3. If you are not sure of the answer to a question, skip it. Go

back to it after you finish the ‘casy’ ones.

How do I answer objective test questions?

Given below are the different types of questions that you usually
find on objective tests. In cach section we have listed ways to help
you choose the correct answer for each type of question,

Muitiple Cheice Questions

Example: Our lungs breathe in (v .
aydirt b)water c)air d)rocks ¢) all of these

1. Read the directions carcfully. They will tell you whether to mark
the right answer, the best answer, or ail the correct answers.
2. Read cach question carefully. Try to figure out the right answer
before you read the choices given.
3. Watch for clues in the choices which may help you climinate
incorrect answers. Clues can be:
* Absolutes. An absolute is a word such as always, never,
cvery, or none. Choices which contain these words may
be incorrect.
* Grammar clucs. Singular subjects require singular
verbs, plural subjects require plural verbs.
* The choice ‘ALL OF THE ABCVE’ is often correct,
cspecially if at least two of the choices are correct. Be
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carcful though if all of the questions give this choice!
» Similaritics. Look carcfully at choices that are very
similar. Often, orc of them is correct.

 True-False Questions

1. Check cach part of the sentence. If any part of the sentence is

false, the entire statcment is false.

Example: Healthy newbom babies weigh about
7 pounds, arc about 21" long, usually cry at birth,
and are bald. ﬁc‘)‘e Fg"

Hint: This is false, since some babies are born with hair.

2. Statements that contain a qualifier may be true. A qualifier is a
word such as some, mosi, many, usually.

( Example: Most candies contain sugar. ﬂc')ue Faolse )

3. Statements that contain absolutes arc often falsc. Absolutes are
words such as all, none, always, ncver, and every.

( Example: All candies contain sugar. Tgte nge j

Hint: Some candics are made with honey or maple syrup.
Short Answer and Fill in the Blank

You fill in the answer. There are no choices given.

QExamplc: Our lungs breathe in_as . )

1. Rcad the statement carcfully. Information in the statement may
help trigger your memory.
2. Pay attcntion to grammar clues.
* Plural subjects need plural verbs.  Singular subjects
nced singular verbs.

' Example: s join most picnics although they are j

almost never invited.

* The word ‘an’ shows that the missing word starts
with a vowel or the lctter “h’.

Example: An _sesd  hunts at night and sounds as
though it crics “Hoo, hoo.”

Matching

( Example: The words on the left go with the phrases on
the right. On the line in front of cach phrase,
write the letter of the word that matches that

phrase. _
a: lungs £ _pumps blood
b. heart ¢ digests food
c. stomach & _breathe in air

\_

1. Read each list all the way through before you begin to match.

2. The first time through, mark only thosc answers you know well,

3. Keep working through the tist. Eliminate possibilitics each time.

4. Grammar clucs can tell you some of the answers. Singular
subjccts require singular verbs.  Plural subjects require plural
verbs. In the cxample, “lungs” is the only plural word. The
phrase “breathe in air” is the only plural phrase. The word
“lungs” has to go with the phrasc “breathe in air”

EKC
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" Tum your head stowly in a circle — right ear to right shoulder,

 They fecl that bocaust they will werry durmz fests anyway,

- “Talk to somconc about it. Speak to'yg tténchcn or guidance
" counsclors. Théy may bc able 10

1 Allbw yourself plcnty of tnnc foget to thc tcst, ﬁnd a scat
and get seitled. Don’t be in’ a_ msh. Th.s may makc you anxxous‘

during thétest. -7 -~

2. Have a plan for thc tcst. “Plan your tcst-tahng ahcad of
time. The suggcstlons given here can help ‘'you plan for the
types of questions you will have: on the tcst You wm fccl
confident about thc test 1f you havc aplan” .

3. Take good care of yoursclf before thc test.
Good physical care includes the following:
* Get a good night’s rest before the test. .
. » Eat to do well on the test. Have a protéin-filled dinner the
" nighit befors the test, and a meal high in complex
" carbohydrates such-as pasta before the test, Caffeine and
sugar filled snacks before and during the tcst can increase
your anxiety. Eat fruit instead. '
Good emotional care includes the following: ,
* Relax before the test Study carcfully, ahead of time: If
you‘cram’ at the last mmutc, you rc hkcly to end up very
tense.
'« AVoid your sxgmf cant othcr bcforc ‘the test. You may be
. frazzled and upset, . -You two COuId havc a dxsagmcmcnt,
which will not hclp you' onccntmtc on thc tcst'
4. Don’t talk to othérs bc : tnc tcst, Anxxcty is casy to
spréad. ‘1f you are not anxx.o ahcady, you mxght become so..
5. Relax durmg the test: S6 ension i normal and ¢ can hclp
you focus and do wcli-,‘-_s ) accept it:: These excrcises can help
keep the tcns:on afan acccptablc fevel. Take several sfow,
deep breaths. Exhalé as you Jet- your shouldcrs drop slowly.
Here’s an excreise that may hiclp you Telax durmgthc tost, .

hcad back, left car to lcﬁ shouldcx, head forward. Try i 1t
Some studcnts use tcst anxxcty as an cxeus'c to not pmparc
why study? Thisis not & helpful way to th;nk. Afet all, if

you prepare wcll, you should be able to attenuon to thc
testand do well.:

Is test anxncty . problcm that you _can i to ovcxcomc?

lp you or rcfcr you to

tomconc cl..cwhocan. R
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MORE TIPS FOR STUDYING AND ACHIEVING YOUR

POTENTIAL... -
w}\at is the problem?

Arc you having problcms with a particalar subject or class in
school? Does it give you a headache or an empty feeling in the
pit.of your stomach? Do you feel upsct, angry, or afraid when
you go to that class? Or do you feel helpless or frustrated?
Maybe you you work hard, but you don’t seem to be getting
anywhere.

You arc not alonc. Many students want to do better ia certain
subjects but feel stuck.

Why do you feel this way? Why does this only happen in
certain courses? Your problems may be caused by your

« Interest level,

* Anxicty level, and/or

* Approach.

Interest level-- Let’s say you're having problems in world
history. You just don’t want to pick up the textbook and do the
assigned reading. You think, “Who cares about all that stuff that
happened way back then? I just can’t get into it.” A person with
this opinion of world history has a LOW interest level in the
subject. Someonc with a low intcrest level docsn’t usually get
good grades in that subject.

Anxiety level--When you to walk into algebra class, you get
upsct. You go to class to take a test, and your mind gocs
completely blank.  You just know you won’t do well. Your
feelings kecp you from succeeding in the class.-

Approach-- You know you’re intcrested in biology, and you’re
not anxious about it. But you’re still just not gettiag it. Why?
Maybe you’re not attacking the subject from the best direction.
You might nced help with your study skills. Maybe some ideas
you have are getting in your way. Maybe your style of learning
docs not match how your tcacher chooscs to teach.

We will discuss herc how you might try approaching the subjects
you arc having trouble with. We can’t solve all your problems,
but we can give some ideas about how you might do better in
your problem subjects.

What to do about it--
For low intef&st level--

The more interested you arc in a subject, the more likely you are
to succced in that subject. It’s always a challenge to do well ina
class that you don’t like. Here arc some ideas that might help.
Moiivate yourself Try talking to yoursclf and saying
positive things about the class, like:
* I am doing better in this class every day.
* I need this class to graduate. I will do the best I can.
* The schools that interest me will be looking at my
grade in this class; I nced good grades to be accepted.
* I can do well in this class cven if my maininterests are
somewhere clse.
* If T leam it now, I won't have to rcleam it latcr.

* I may have to study this subject again in college, and
it will be casicr if I learn the basics now.
Keep positive thoughts flowing, and you probably will do better.

Reward yourself when you do well. Try bribing yourself. For
cvery week that you turn in all assignments, you could treat
yourself to something special. Then, after accomplishing this
goal, choosc a higher goal for the class. For instance, every
week that you turn in all assignments and maintain a desired
grade (B?, A?) average, treat yourself to ar: cven larger reward.
The exact reward, of course, will depend on you. It could be a
small food treat, a movie, or time with a friend. You might even
try negotiating with a parent for rewards in classcs that arc
particularly challenging.

The way to overcome a low interest level in a class is up to you.
But it can be done! Be creative. Think about ways to motivatc
yoursclf by focusing on the positive and treating yoursclf well.
Then, try out your ideas to sce what really works best for you.

Arxiety--The vest way to know whether you are afraid or
anxious about a particular subjcct is to pay attention tc yourself.
How do you feel when you go into that class? Do you feel like
you’d rather be almost anyplace clse? Do you perspire, have a
headache, a stomach-ache, or breathe differently? Also, you
might be thinking negative things such as:

"I really hate this class.”
"I won’t sver do well in this class."
"I think it’s ridiculous that I have to take this class."
"I won’t usc this stuff — ever."
"I just know I’m going to fail this class."
These are all signs of anxicty.

So, what do you do if you think your problem is subjcct
anxicty? Onc thing you can do is Icarn to be rclaxed. It takes
practice to learn how to do this. You will need to practice
changing thc way you fecl and the way you think about the class.

The first step is to piicture a time or a place that you arc really
comfertable — when you arc at your best. With practice, you
can feel the same way in your problem class. Here’s what you can try:
1. Breathe decply and imagine yourself in a relaxing scene
(like at the beach or on vacation).
2. When you arc really fecling good, picture yourself in a
class that you really like — and do well in. You should
continuc to feel relaxed. ‘
3. Now, picture yourseif in your probiem class. Continue tc
breathe decply and imagine the relaxing scenc.  Focus on
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staying relaxed. Your anxicty Ievel should get better and better
as you practice. The point is that if you can do this in your
imagination, you can do it for real. Whenever you think about
being in that class, first breathe deeply and think of your
peaccful scene. Whenever you go to the class, do it again.
Whenever you're in class and start fecling terrible (like when
you’rc taking a test), breathe decply and picture vour peaceful
scene again. '

Another way to rclieve subject anxicty is change the way you
think about the class. You have to “reprogram” the way your
mind works. First of all, find something positive about the
class. Do you have a good friend in therc? Arc there ever any
enjoyable projects or movies or something which you enjoyed?
By locking Yor the positive, you will lessen the negative.

In addition, whenever you think negative thoughts about a class,
think positive thoughts instead. For example,

Replace "I really hate this class” with "I am learning to
like this class.”
Replace "I think it’s ridiculous that I have to take this
class.” with "This class can probably help me in the
long run.”
You can have control over how you think and feel. And you
wiil find that having a positive attitude toward things, all
things, will make you succeed at them much more easily.

How can I approach my problem subject differently?

It will belp if you start fecling better about the class. It can also
help if you learn new ways of studying the subject. Here are
some study tips for reading, writing, math, science, social studies.

Reading--Good reading skilis can help you in all of your
classes. If your reading skills are lacking in some way, you
could find yourself in trouble very quickly. Generally, the better
you understand what you read — and retain what you read —
the better you will do in your classes. One way to improve your
reading comprchension is called SQ3R (Survey, Question, Read,
Recite, Revicw). There ars five steps to this method.

Step 1. Survey--Briefly look over the material to become
familiar with it. Get a fecl for the main topics. One good way
to survey a book is to rcad all chapter titles and summarics.

Step 2. Question--From headings and subheadings in the
reading material, make up (and write down) questions to
yeurself about thc subject. Later, when you read the material,
sce if you can answer your questions. You can also ask yourself
questions about the content, such as the writer’s goals, how the
material is related to what you alrcady know, and what
expcriences you may have had that rclate to the material. These
kinds of questions can help make the subject mean more to you.

Step 3. Read--Now read the material slowly and carcfully.
Give special attention to answering the questions you asked in
Step 2. Take care to connect what you #r¢ reading about the
subject to what you already know.

Step 4. Recite--Once you have read a section of the material,
stop and answer the questions raised in Step 2. This helps you
check on how well you understand what you have read, and
helps the content mean ninre to you. It also helps you
remember more of what you read.

Step 5. Review --Focus on going over the material one more
time. Pay special attention to the questions in Step 2 that were
the most difficult for you to answer.

No matter how good your reading skills are, they can probably
be improved by using this method. Give it a try! If you'd like
more information about SQ3R, ask an English or Resource
Room teacher. Help is always available for your problems.
Mostly what it takes is Icarning what your problem arcas arc
and then acting on getting some help. Sometimes it is haiu to
ask for help, but it’s often the most aware and successful people
who look for help when they really need it.

Your school counsclor or favorite teacher will be able to help
you out with these ideas if you find them strange and unusual.
Ask them for help. They should be able to help you out with
thesc classes that are giving you trouble.

Take time for writing an essay, doing a major project

Onc of the worst study habits that many students have is that of
rushing to do an assignment. There arc times when an
assignment can be done hurricdly. These are really few and far
between. There are also assignments which need a regular
amount of time, almost daily.

Then, there are the assignments which necd to be started several
days in advance of due dates—and in fact, maybe even weeks before!

One of these assignments is a written paper. Writing takes
thought. Very, very few people arc able to sit down and write a
good paper on the first try. Good writers edit and revise and cdit
and revise their papers--scveral times. In addition, they let the
paper "sit" for a whilc before final revisions. What is the
purpose of this time lapse? It allows the writer to come back to
the paper with a fresher ability to see the errors and to sec the
clarity of the thought. In other words, when you step away from
your writing for a while, you will come back to it with a fresher
mind. You will not be so decp into what you have written, and
you will be able to sec where a reader might not understand
what you have written. Taking time to write, then pausing for
a day or so, is one of the most beneficial steps you can take to
create a good paper.

More tips for math--

Realize that you use math every day. When you see a sign for
20% off an itcm you want to bay, you arc really looking at an
algebra problem; ic: $4.00 - .20 (%) = x. Go ahead and figure
out your final cost; don't wait for the clerk to do it. This way,
you will be practicing math in your cveryday life.

Estimate an answer. Then when you get your actual answer,
comparc the two. Arc they close? If not, then you know that
there is a major crror somewhere--cither in your rcasoning or in
you actual arithmetic stcps. By estimating first, you can check
yoursclf and find crrors sooncr.

Learn to understand math. Don't memorize. Understanding
what is rcally happening within a math problem is the real key
to doing well in math. If you memorize a formula and don't
understand it, you will not be builcung 2 foundation for futurc
math classes and problems. You will be constantly trying to
memorize morc and more complicated equations and solutions.

2 OThis will Icad to frustration and make math very difficuit.
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Advice from our Hoosier students--

Duane: Try to do well in high school classes. Your grades
affect your SAT tests, your financial aid package. And
studying can help you test out of classes at college. Don't
blow it off. A lot of the info you learn in high school,
believe it or not, will make your first year classes easier. A
Yot of it is recall. Develop your writing skills. 1do 10
papers a semester. All1do is write!!

Duane Lorey

ISU

Dubois

Sophomore

Major: Social
Science
Education

Adrian Dunson

Rose-Hulman

Indianapolis

Sophomore

Major: Mechanical
Engineering

Adriar: Take as much science and math as you can. Don't just
memorize the equation for the particular test and the
particular day. Find out exactly how they (equations) work. Your
freshman year will be significantly more productive if you've done
this. Also, eliminate your procrastination. You will have more
things to do--like laundry, in coliege. So, work on the
procrastination. .

Other tips for studying---

--Flash cards--Usc flash cards to help review items for a class.
Flash cards can be used for vocabulary in English and a foteign
language. They can also be used to review math equations,
theorics and cquations for chemistry, facts for history and social
studies, and quotes for a lit class. You can usc notecards for this
purposc.

--Tape recorder--Usc a tape recorder, especially in a foreign
language class. You can then listen to the proper pronunciation
at home; you can review and practice the proper word and
sentence sounds. You will also be able to train yourself to listen
to the language. Thercfore, you will be able to understand it
better in class and in real life.

You can also record a teache's lecture, a class speech, or any
other thing which you think might be appropriate. You can then
review it at home.

---Recite or read aloud--It may sound strange to read or recite
your notes or what you are trying to lcam outloud. Howewer,
some students have found this to be very helpful. Try it! You
may find that it helps the information stay with you.

--Study a subject every day--Even if you don't have any
homework or assignments for a class, review the subject every
school day and once on weck-ends. Even 15 minutes to half an
houét:ﬂn help reinforce your understanding of the subject.

--Take book and lecture notes on the same page--Divide your
notcbook paper into two columns. In onc column, take book
notcs. Take lecture notes about a topic right next to the came
topic book notes. Then you can compare the two. Onc may help
you learn the other.

--Learn how to use computers--Take a typing class or key-
boarding class in high school. Also lcarn how to use computers
so that you will be prepared to use them in college and ona
fature job. You will find that they make your work much casier.
And you will have a much needed skill for the workforce.

--Test yourself--Before a you take a test, create a test for you to
take. Think of possible questions that might be on an essay test.
Use some of the problems in the math book which were not
assigned or use questions from another text book about the same
subject. Answer the questions. You will soon find out how
much you really know.

--Margin notes--Put a qucstion mark in the margin of your
notes by information you arc unsare of. It will remind you to
see your teacher for more explanation..

How TO MANAGE YOUR TIME

Docs this sound familiag?
* Your friends arc going to a movic. You want to go
but you have homework to finish.
» It’s the night befoie a big test. You have just started to
study. You have many hours of reading ahcad.

Docs it scem like you ncver have enough time and wonder
where all your time goes? Do you know somcone who usually
gets work done before it is duc? Maybe they use their time
well. You can learn how to spend your time ‘wiscly, too. These
steps may help you find that you have more time than you think!

How are you really spending
your time?

For one week writc down how
you spend ALL your time —
sleeping, cating, doing
homework, watching tclcvision,
talking to friends. Bc horest.
Don’t change any of your normal
habits during this week. At the
end of the week, ask yourscif questions about how you use your
time.

* Are you happy with how you spend your time?

» How much time do you spend on unnecessay things, such as
watching TV or going to thc mall?

» Is there wasted time? How much time during the week did
you spend on necdless crrands or daydreaming? If you
spent two hours at your desk onc night, how much of
that time did you really usc to study?

*» Did you have enough time for homework and school
activitics? Do you need to schedule more time for these?
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Plan by the semester--
* Write down major duc dates on your calendar. Keep your
calendar where you will sce and usc it often.

* Estimate how long it will take to do cach project. Mark the
dates to start cach project on your calendar. Allow yourself
more time than you think you will really need.

* Set short-term and long-term goals.
—Short-tcrm goals may be Read chapter 7 by
Thursday, or Decide con a topic for history paper by the Ist.
—Long-tcrm goals may be Have term paper done by
April 8th, or Finish reading textbook by May 20th.

Plan small rewards for yourself when you reach these goals.
You might call a friend or go to a movic.

* Make a master schedule. Your master schedule should
include the following activities and any others you may have.
— ALL required school activities
— work schedulc
— after-school activities
— blank spaces for unknown activitics
A master schedule can help you keep track of all the things that
you need to do. If you know what you have to do and when you
need to do it, you can prepare better to meet deadlines.

Plan by the week--

* Plan whea to do all your tasks for the weck. Schedule time
to study for tests, read your textbooks, writc papers, go to work,
be at meetings. Leave enough time for your chorcs and
household duties. Don’t plan to do so many things that you
don’t have time to cat and slecp! Remember, if you don't get
cnough rcst, you won’t be able to do the things you have planncd

* Look at the WHOLE weck.

* Schedule small blocks of time cach day to study, instcad of
onc large block during the weck

* Finish at least one task in cach study block.

Plan each day--

* Makc a “to do” list the night before or first thing in the
morning. If you write down what you nced to do, your mind
will be free to study. You won’t worry and spend time thinking
about what you have to do next.

See how well your new schedule works--

Use it for a few weeks, then ask yourself some questions. Are
you getting your schoolwork donc on time? Are you getting
more things donc? Do you feel vou have control of your time?

YES? Then your new schedule is working well.

NO? Then you should look at your schedule to sec how it
can be improved. Some of these things may help you.

* Cut out wasted time. Use more time for whatever needs it.
Leave time for fun, too. Den’t stop talking with your friends or
listening to music. Just make surc you aren’t spending all your
time on fun and relaxation and leaving yourself short on time
for other important things.

* Prioritizc. Decide. What things MUST get done? What
things can wait until you have time? Do the things that HAVE
to be donc. Don’t worry about the rest. When you have time,
do the things that can wait’

* Organize a long assignment. Look at it. How long might it
takc you to finish? Divide it into sections. These will be the
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different tasks that arc pieces of finishing the assignment. List
and organize how thesc tasks fit together. This list is the map
that will guide you through the assignment. Breaking the big
task intc smaller oncs makes it casicr to manage. The smaller
tasks might be to outline, gather reference material, read
rceference material, write rough drafls of cach of the 3 sections,
ctc. Look at the smaller tasks. Estimate how long you will need
to complete each of them. Break the tasks down until they are
small cnough that you feel you know about how long it will take
to complete them. Then fit them into your schedule.

* Arc you trying to do too much? Be realistic’about what you
can do before you make a commitment. It is fun and satisfying
to be busy, but remember that there is only one of you! It is
better to do a few things well than lots of things badly!

* How do you figure out what to do first? Look at your
priority list. Analyze the work you have to do. Save the casiest
task for last, when you are tired. Then start and finish a task that
is fairly easy. This will give you that warm satisfaction of getting
something DONE! Now, while you are fresh, attack the task that
scems most difficult. When it is donc, work your way through
the next most difficult and on down to the easicst.

* Follow your schedule closely. Even a well-planned schedule
can’t help you if you don’t fellow it. Or, you may need to work
on the schedule until it fits vour life. If you plan your time
wiscly, you can get things donc on time and have time to relax,too.

It is very important to manage your time wiscly. As you get
older, you will have more responsibilities. You will find it casier
to succced if you lcam to budget your time well.

"How to Manage Your Tiine" was adapted
from material prepared by the Learning Skills

* Center, Indiana University, Bloomington,
Indiana 47405. - .
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USING THE LIBRARY

Why is it important to know how to use a library?

Somctimes you need to find an answer to a question. A library
is onc of the best places to look. A library is a rich storchouse
of information. To find what you are looking for, it helps to
undcrstand how a library is organized.

Organization--the key

A library has four main parts.
* card cataloguc
* books
* reference section
* periodicals

The card catalogue--a guide to help you

The card catalogue lists the items (books, journals, videotapes,
etc.) in the library. Each item in the library is listed in the card
cataloguc three ways: oy title, by author, and by subject. Some
librarics have one card catalogue section for the author and title
cards, and a separate scction for the subject cards. In some
libraries you will find the card catalogue on computer terminals.
A librarian can show you how to usc this kind of catalogue.

Using the card catalogue--

Let’s say you have a paper duc in your Civics class. Your
tcacher has asked you to writc about a famous American leader.
You have decided to write your paper about Dr. Martin Luther
King, Jr. The card cataloguc is a good place to start looking for
information.

You could begin with the subject listings. First, you would look
under King, Martin Luther, Jr. This is because people arc
usually listed by last name. Titles such as Dr. arc usually not
included on catalogue cards. Each card with the heading King,
Martin Luther, Jr. will give you a book on your subject. Next,
you might look under Civil Rights. You might find a card that
says ‘Scc also.” The subjects listcd on these cards can lead you
to morc helpful information about Dr. King.

If your library has a scparate scction of the card catalogue for
author and titlc cards, be sure to check this section under King,
Martin Luther, Jr. This will give'you a listing of all the books in
the library that were written by Dr. Martin Luther King, Jr.
They will be listed alphabetically. by title after the author’s
name.

Each of these books will also be listed by title on title cards.
Books are listed alphabetically by the first word of the title in
the card catalogue. If a title begins with an article (a word such
as a, an, or the), skip that word and begin with the next word of
the titlc.

The catalogue card also cxplains what the book is about— the
description. It gives the name of the company which published
the book—the publisher. It statcs where the book was pub-
lishcd—the place of publication. It tells you when it was
published —the date. of publication. It also provides the call
number.
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The call number--

The call number explains where a book, journal, or videotape is
located on the shelves. There are two main ways libraries
organize their books. They cither use the Dewey Decimal
Classification System or the Library of Congress Classification
System. Both systems group books by subject— what the book
is about. The back of this page lists subjects used by cach
system. Most public libraries use the Dewcy Decimal System.
Universitics and some large libraries use the Library of
Congress System.

The call number is composed of two parts:
1. JC 599 The number on the first line identifies the
subject.
2. .US B95 The number on the second line identifics a
particular book.

Books about the samc subject have the same number on the first
linc of the call number. Within the subject, books are in
alphabctical order by the author’s last name. Each book about
the same subject will have a different number on the second line
of the call number.

How do I find a book on the library shelves?

* Browsc by subject number, or

* Find the call number in the card cataloguc.
1.Copy the complete call number.
2. Find out where the books are shelved that have the
first linc of your call number. Check shelf numbers.
3. There may be many books that have the same first
line of the call number as your book. These books arc
on the shelf in alphabetical order by the second line of
their call numbers.

» If you need help ask a librarian.

How are the library shelves organized?

Librarics have fiction and non-fiction books. In most libraries,
they are shelved separately.

* Fiction books arc about imaginary characters and cvents.
Fiction books are shelved alphabetically, by the author’s last
name. Novcls, short stories, poems, and plays arc examples
of fiction. -

* Non-fiction books arc about rcal things. Travel guides,
biographics, science, history, and "How To" books arc
examples of non-fiction. You will find books by and about
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Dr. Martin Luther King, Jr. in non-fiction. Some other
cxamples are books about such topics as acid rain,
carthquakes, and World War 11 ‘

Where to look for information--
The reference sectior--

The reference section is another important part of the library. It
contains non-fiction books that can help you find out about a
topic. The reference scction includes books such as encyclope-
dias, dictionarics, Who’s Who, atlases and maps. Reference
books usually can’t be checked out of the library. That way they
arc always there for people to use. The reference section often
has tables or desks where you may sit to use the reference
books. You may take notes there. Sometimes you can photo-
copy the pages you need to use at home.

Periodicals--

Periodicals are also found in the library. Periodicals include
magazines and newspapers that come out periodically—on a sct
schedule. Newspapers may come out ecvery day or once a week.
Magazines may come out weekly, monthly, or several times per
year Periodicals may have their own section in the library. Or,
they may be shelved along with the books by their topic.

The Readers’ Guide to Periodical Literature is a good placc to
begin looking for periodicals. The Readers’ Guide is usually
shelved in the reference section of the library. Itis a guideto a
large number of U.S. periodicals and is arranged by author and
subject. The Guide includes listings of fiction, pocms, records,
and reviews of dance, music, movies, television, radio, theatre
programs, and tnore. The Readers’ Guide is not the only
periodical index. There arc others. If you leam how to usc the
Readers’ Guide, you should be able to use the others without
much trouble.

Let’s go back to your Civics paper. If you want to use a
periodical to get more information about Dr. Martin Luther
King, Jr., look under King, Martin Luther in the Readers’
Guide. The list tclls you where to find articles at.-ut your topic

What else can I find in a library?

Besides these materials to help you with your questions, the
library has lots of other resources. You might find:
* albums, tapes, and other recordings. You can find all
kinds of music, such as music from other parts of the
world. You may also find pocms, plays, storics to be
read aloud, books for the blind, books on tape.
« films, videotapes, and film strips. You may check
these out from many librarics. You might find classic
movies, "How To" vidcos, and much more.
* news and information. You can catch up on world or
local news, the latest in sports, travel, poetry, novels, or
scicnce fiction.
* picces of art to check out for display in your home.

What else do I need to know?

Librarics also have another valuable resource— LIBRARIANS.
Librarians arc there to help you find the information you need.
I you are confused or cannot find somcthing, ask onc for help.
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LLAST BUT NOT LEAST-IMPROVING

YOUR MEMORY

With the enormous amount of new
information which is becoming
available to us, there is more and
more that we are expected to
remember. Technology is the
culprit for creating this informa-
tion output. We are going to need
to keep our memory sharp in order to meet the information
growth--and keep our wits about us!

" Information now
increases at a rate of
13% a year. It will
soon jump to 40% a
year.

Here are some ideas for improving your memory

* Repeat and repeat--Say it out loeud over and over again; or
look at it over and over again. But be alert while you are doing

it. Be in 'active’ mode when you are repeating your information.

¢ Personalize the information--If at all possible, relate the
information to something about yourself or your life. For
instance, if you nced to know a history date, see if it relates to a
family member's birthday or another date which has personal
mecaning.

« Use your imagination--Draw a picture or a diagram in your
mind of what you nced to remember. For instance, if there are
three people you must remember with a specific event, try to
picture them there. Give the people and the places names you
can remember. Then relate those names to their real names. By
picturing the place and people at the time you necd to remem-
ber, the facts will come back to you.

* Use relationships--Create a relationship of the information to
information which you already know. For instance, if you are
familiar with a period of history through a story you have read,
you can then relate that information to a chapter in history.

¢ Draw a diagram on paper--Put the information in clusters of
related facts. Then draw lines to connect the ideas. You will be
able to better memorize ail of the ideas if they are organized.
You can also then picture the diagram and fili in the blanks as
you necd to.

Some other suggested techniques include the following:

¢ Use the outrageous--Be silly, if necessary. You might sing the
information to a tunc you know. Create a rap or a poem. When
you use your itnagination to a point of being silly, you will have
little trouble remembering the information!

* Look for something odd--For spelling words, you might usc
this technique: break down the word or look for something
unique about it. For instance, "capacity” becomes "cap a city."
(You can then picture a city with a big cap on it!) Another
example is that the word "bookkeeper” has three pairs of letters
in it. The word "achicvement” has the word "eve” in it.

Q

¢ Create an acronym out of the sentences or words you need
to learn. For instance, the acronym of ICPAC stands for the
Indiana College Placement and Assessment Center. Or make a
sentence acronym of mames or words you nced to learn. An
example of this would be "My very educated mother just served
us nine pizzas," to remember the planets in order in the solar
system: Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus,
Neptune, Pluto.

¢ Link items--To remember a list of items, link the first item
with the second, the second tc the third, and so on.

* Stack method--Picture the items piled on top of one another
and then unstack them in your mind as you have to recall them.

» Path method--Imagine a path and place items to be rcmem-
bered along the path. For instance, if you need to remember the
order of battles fought during a war, identify the battles along an
imaginery path. It might be easier than trying to learn a list.

In order to memorize, you will need to have a clear mind, with
no distractions taking place around you. Then concentrate on
the material you want to learn. You may nced to review the
material over and over until you have learned it through these
memory techniques.

“Rescarch shows people can
remember 25 to 50 percent more
simply by intending to remein-
ber,” states Debbie Nelson,
Human Resources Management
Trainer at Indiana University.
"It's a matter of focusing on
remembering. There's no such
thing as a bad memory--only an
untrained memory." According
to recent studics, most people use only 3 percent of their brain.

Other sources to read morc about memory:

How to Develop a Super Power Memory by Harry Lorayne
Super Memory by Douglas Hermann

Your Memory by Kenneth Highee

Memorizing Made Easy by Mort Herold

F —
Information for this chapter was compiled from the
following sources:

"Playing Mind Games;" by Dann Denny, The Herald-
Times, Fcbruary 4, 1993, Section D, p. 1.

Ten Tips for Top Grades, Pepsi School Challenge
Student Guide, created for the CSEA Scholarshop, p. 8.
"Mastering Your Memory," Themis, Winter, 1992, p.

28-29.
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